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Section J, Attachment 1

CONTRACT LABOR CATEGORY DESCRIPTIONS

1.0
Experience Definitions

1.1
General Experience

General Experience refers to the minimum of years required in Information Technology (IT).  This experience must have been obtained within the most recent 15 years.  

1.2
Specialized Experience

Specialized Experience refers to the minimum number of years required related to the particular appropriate skills for a labor category.  This experience is not in addition to, but may be part of the minimum experience required in General Experience.  This specialized experience may require education in specific studies and/or formal accreditation in an IT related discipline (e.g. Certified Novell Engineer (CNE) or Microsoft Certified Engineer (MSCE).)  

1.3
Substitution of Education for Experience

An Associate's degree may be substituted for one year of general and specialized experience for those labor categories requiring a high school diploma.  A Bachelor's degree may be substituted for two years of general and specialized experience for those labor categories requiring a high school diploma.  A Master's degree may be substituted for three years of general and specialized experience for those labor categories requiring  a high school diploma.  Formal accreditation in an area closely related to the statement of work may be substituted for one year of general and specialized experience for those labor categories requiring a Bachelor's degree.  A Master's degree may be substituted for two years of general and specialized experience for those labor categories requiring a Bachelor's degree. 

1.4
Substitution of Experience for Education

The labor category description provides the minimal degree required to qualify for each  labor category.  Experience may be substituted for the minimal degree depending on the number of years and nature of the experience.  Seven (7) years of general and specialized experience may be substituted for the next degree.  However, no experience substitution is allowed for a High School Diploma, Associate’s Degree or Formal Accreditation.  The allowable substitutions are as follows:

High School Diploma plus 7 years = Bachelor’s Degree

High School Diploma plus 14 years = Master’s Degree

Bachelor’s Degree plus 7 years = Master’s Degree

2. 0
Labor Category Descriptions

2.1
Master IT Analyst

General Experience:  Ten (10) years progressive Information Technology  (IT) experience including at least six projects in technical areas included in Section C. At least one project must have occurred within the past three (3) years.

Specialized Experience:  Eight (8) years in supervision of substantial IT projects.  Five (5) years of this experience must have been in supervising large IT services contracts, including people of various job categories and skills and must have occurred in the last ten (10) years.
Functional Responsibility:  Ensures problem resolution and customer satisfaction for individual delivery orders; provides supervisory, technical, and administrative direction for personnel performing on a TO.

Minimum Education:  Master's Degree

2.2
Senior IT Analyst

General Experience:  Nine (9) years of progressive Information Technology (IT) experience including at least five projects in technical areas included in Section C.  At least one project must have occurred within the past (3) years.

Specialized Experience:  Two (2) years in supervision of substantial IT projects.  One (1) year of this experience must have been in supervising large IT service contracts, including people of various job categories and skills and must have occurred in the last  five (5) years.
Functional Responsibility:  Provides technical and administrative direction for tasks, including review of work products for correctness, compliance with industry accepted standards, FTS standards, and user standards specified in specific TOs.
Minimum Education:  Bachelor's degree.
2.3
Journeyman IT Analyst

General Experience:  Seven (7) years of progressive Information Technology (IT)  experience including at least three projects in technical areas included in Section C.  At least one project must have occurred within the past three (3) years.

Specialized Experience:  One (1) year in management of substantial IT projects.  One (1) year of this experience must have been in managing large IT service contracts, including people of various job categories and skills and must have occurred in the last five (5) years.

Functional Responsibility:  Supports a senior analyst with both technical and administrative tasks related to the project with direct responsibility for assuring the correctness of a product.

Minimum Education:  Bachelor's degree

2.4
Apprentice IT Analyst

General Experience:  Five (5) years of progressive Information Technology (IT) experience including at least two projects in technical areas included in Section C.  At least one project must have occurred within the past three (3) years.

Functional Responsibility:  Works under general supervision, developing the requirements of a product from inception to conclusion.  Develops required specifications for simple to moderately complex problems.

Minimum Education:  Bachelor's degree

2.5
Junior IT Analyst 

General Experience:  Three (3) years of progressive Information Technology (IT) experience including at least one project in technical areas included in Section C.  At least one project must have occurred within the past three (3) years.

Functional Responsibility:  Works under close supervision, developing the requirements of a product from inception to conclusion.  Develops required specifications for simple to moderately complex problems.

Minimum Education:  Bachelor's degree

2.6
Entry Level IT Trainee

General Experience:  No Information Technology (IT) experience in technical areas included in Section C.   Should have some academic knowledge related to the technical areas included in Section C.

Functional Responsibility:  Works under close supervision, developing the requirements of a product from inception to conclusion.  Develops required specifications for simple to moderately complex problems.

Minimum Education:  Bachelor's degree
2.7
Senior Subject Matter Expert

General Experience:  Ten (10) years of progressive Information Technology (IT) experience including at least six projects in technical areas included in Section C.  At least one project must have occurred within the past three (3) years.

Specialized Experience:  Five (5) years of this experience must have been in performing large IT projects related to the individual's subject matter expertise and must have occurred in the last eight (8) years.

Functional Responsibility:  Serves as a senior subject matter technical expert in areas relevant to the project.  Produces/reviews substantive and/or complex technical documentation reflecting detailed knowledge of technical areas included in Section C.  Documentation subjects shall include but not limited to systems design, system architecture, feasibility studies, and system specifications.  Interfaces with Government management personnel.  Reports in writing and orally to Contractor management and Government representatives, including the Government CO and COR.

Minimum Education:  Bachelor's degree

2.8
Subject Matter Expert

General Experience:  Seven (7) years of progressive functional experience related to the technical areas included in Section C.  Most recent functional project experience must have occurred within the past three (3) years.

Specialized Experience:  Three (3) years of this functional experience must have included management responsibility for large projects related to the individual's subject matter expertise and must have occurred in the last five (5) years.

Functional Responsibility:  Serves as a subject matter technical expert in areas relevant to the project.  Provide guidance to the technical staff on the functional procedures/processes/policies reflecting detailed knowledge of functional areas included in Section C.  Interfaces with Government management personnel and functional proponents.  Reports in writing and orally to Contractor management and Government representatives, including the Government CO and COR.

Minimum Education:  Bachelor's degree

2.9
Senior Technician

General Experience:  Seven (7) years of progressive Information Technology (IT) experience including at least five projects in technical areas included in Section C.  At least one project must have occurred within the past three (3) years.

Functional Responsibility:  Is responsible for directing technical work on projects.  Performs a variety of analyses and prepares appropriate documentation.  Prepares and makes briefings and presentations.  Leads team in on-site management of installations. Works independently and installs, operates, maintains, configures, troubleshoots, and repairs IT systems devices, circuits, cables, components, software, and end-user devices, components, software and connectivity.  Assists in the development and management of project plans.  This includes the review of task performance and work products for correctness, for adherence to design concepts and user requirements, and for progress in accordance with schedules.  Coordinates with the Contractor's project manager, GSA COR, and Government user representatives to ensure accurate solutions and user satisfaction on technical matters.

Minimum Education:  Associate’s Degree or Formal Accreditation (e.g. CNE, MSCE)

2.10
Journeyman Technician

General Experience:  Five (5) years of progressive Information Technology (IT) experience including at least three projects in technical areas included in Section C.  At least one project must have occurred within the past three (3) years.

Functional Responsibility:  Is responsible for direct technical work on projects.  Performs a variety of analyses and prepares appropriate documentation.  Prepares and makes briefings and presentations.  Assists in on-site management of installations. Works independently and installs, operates, maintains, configures, troubleshoots, and repairs IT systems devices, circuits, cables, components, software, and end-user devices, components, software and connectivity.  Assists in the development and management of project plans.  This includes the review of task performance and work products for correctness, for adherence to design concepts and user requirements, and for progress in accordance with schedules.  Coordinates with the Contractor's project manager, GSA COR, and Government user representatives to ensure accurate solutions and user satisfaction on technical matters.

Minimum Education:  High School Diploma

2.11
Technician

General Experience:  One (1) year of progressive Information Technology (IT) experience including at least two projects in technical areas included in Section C.  At least one project must have occurred within the past three (3) years.

Functional Responsibility:  Performs direct technical work on projects.  Works under general supervision and installs, operates, maintains, configures, troubleshoots, and repairs IT systems devices, circuits, cables, components, software, and end-user devices, components, software and connectivity.  Coordinates with the Contractor's project manager, GSA COR, and Government user representatives to ensure accurate solutions and user satisfaction on technical matters.

Minimum Education:  High School Diploma

2.12
Junior Technician

General Experience:  Completed corporate or on-the-job training on the technical skills required to support technical areas included in Section C. 

Functional Responsibility:  Performs direct technical work on projects.  Works under close supervision and installs, operates, maintains, configures, troubleshoots, and repairs communications systems devices, circuits, cables, components, software, and end-user devices, components, software and connectivity.  Coordinates with the Contractor's project manager, GSA COR, and Government user representatives to ensure accurate solutions and user satisfaction on technical matters.

Minimum Education:  High School Diploma

2.13  Procurement Management Expert

General Experience:  Seven (7) years of progressive federal procurement experience including procurement planning, procurement, and contract administration.  Must demonstrate in-depth knowledge of federal procurement regulations, policies and procedures.  Must have at least five (5) years of experience working with federal contracting officers.  

Specialized Experience:  At least two (2) years of experience with Information Technology specifications and source information related to procurements of IT equipment. Must demonstrate the most recent two (2) years of work experience with new models and types of contract types and have demonstrated knowledge and experience of the benefits and difficulties of using various types of contracts.  Should have experience negotiating COTS technical support agreements for hardware, software and communications for Government clients.

Minimum Education:  Bachelor's Degree

2.14
Project Control Officer

General Experience:  Seven (7) years progressive Information Technology  (IT) experience including at least four projects in technical areas included in Section C.   At least one project must have occurred within the past three (3) years.

Functional Responsibility:  Maintains the project schedule and ensures that deliverables are completed in timely manner.  Oversees project cost control and cost projections.  Supports the project manager in use of the project management tools used for activity assignment, resource planning, and cost control.   Ensures the invoicing process provides the proper information and distribution on the invoices.  Ensures smooth coordination consistent with the contract and task order procedures for the key personnel approval, consent to subcontract as well as consent to purchase travel, tools and other direct costs.  Ensures problem resolution and customer satisfaction for individual task orders.  

Minimum Education:  Bachelor's Degree

2.15
Emerging Technology Expert

General Experience:  One (1) year progressive Information Technology  (IT) experience in technology areas included in Section C.  Experience may have been gained in academic/commercial/government environment. 

Specialized Experience:  Requires demonstrated hands-on experience and/or training in the emerging technology area(s) included in Section C.  Experience may have been gained in academic/commercial/government environment. 

Minimum Education:  Bachelor's Degree

2.16
Clerical
General Experience:  None

Specialized Experience:  None

Functional Responsibility:  Performs a variety of office related duties to include filing, copying, delivery, mailing, etc.

Minimum Education:  High School Diploma

2.17
Technical Writer

General Experience:  Five (5) years experience developing, editing, and producing technical and graphic documentation for IT systems.

Specialized Experience:  Two (2) years experience producing documentation for Government IT systems.

Functional Responsiblity:  Reviews and edits highly complex written and graphic technical materials, including system configuration, documentation, studies, reports and other presentation graphics.  Ensures compliance with standards of style and format, good usage of English, and overall structure and organization of material.

Minimum Education:  Bachelor's Degree

3.0
Labor Category Matrix

The following table is provided to help emphasize the varying levels of experience and education required to qualify for each labor category.  Refer to Section 2 - Labor Category Description for further clarification on the matrix entries.

Gen’l - # of years IT Experience column provides the minimal number of years IT experience required under General experience.

Gen’l - # of projects column provides the experience on the minimal number of  IT projects required under General experience.

Gen’l - # of proj within> and The Last # of Years columns provide the minimal number of projects required within the last number of years required under General experience.

Spec - # of years Experience in task area column provides the minimal number of years IT experience required under Specialized experience.

Spec - # years supervising  IT service contract and Spec - within last # years columns provide the minimal number of years supervising IT service contracts within the last number of years required under Specialized experience.

Educational Degree Required column provides the minimal degree required to qualify for the labor category.  See Section 1.4 – Substitution of Experience for Education that may allow personnel to meet this requirement.

	Labor Category
	Gen’l - # of years IT Experience
	Gen’l - # of projects
	Gen’l - # of proj within>
	The Last # of Years
	Spec - # of years Experience in task area
	Spec - # years supervising  IT service contract
	Spec - within last # years
	Educational Degree Required

	Master IT Analyst
	10
	6
	1
	3
	8
	5
	10
	Masters’

	Senior IT Analyst
	9
	5
	1
	3
	2
	1
	5
	Bachelors’

	Journeyman IT Analyst
	7
	3
	1
	3
	1
	1
	5
	Bachelors’

	Apprentice IT Analyst
	5
	2
	1
	3
	N/A
	N/A
	N/A
	Bachelors’

	Junior IT Analyst
	3
	1
	1
	3
	N/A
	N/A
	N/A
	Bachelors’

	Entry Level IT Trainee
	None
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	Bachelors’

	Senior Subject Matter Expert
	10
	6
	1
	3
	5
	N/A
	8
	Bachelors’

	Subject Matter Expert
	7
	N/A
	N/A
	3
	3
	N/A
	5
	Bachelors’

	Senior Technician
	7
	5
	1
	3
	N/A
	N/A
	N/A
	Associates’ or Formal Accreditation

	Journeyman Technician
	5
	3
	1
	3
	N/A
	N/A
	N/A
	H.S. Diploma

	Technician
	1
	2
	1
	3
	N/A
	N/A
	N/A
	H.S. Diploma

	Junior Technician
	Training
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	H.S. Diploma

	Procurement Management Expert
	7
	N/A
	N/A
	5
	2
	2
	2
	Bachelors’

	Project Control Officer
	7
	4
	1
	3
	N/A
	N/A
	N/A
	Bachelors’

	Emerging Technology Expert
	1
	N/A
	N/A
	N/A
	Hands-on experience or training
	N/A
	N/A
	Bachelors’

	Clerical
	None
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	H.S. Diploma

	Technical Writer
	5
	N/A
	N/A
	N/A
	2
	N/A
	N/A
	Bachelors’


Section J, Attachment 2

MONTHLY STATUS REPORT for (Month and year)

	Contractor
	

	Contract Number
	

	Task Order Number
	

	FTS Project No.
	

	Contractor's Project Manager
	

	Contracting Officer's Representative
	


1. Activities during reporting period  (Include:  On-going activities, new activities, activities completed; progress to date on these activities)

2. Problems and corrective action taken  (Include potential problems and recommended solution)

3.
Status of deliverables

4.
Activities planned for the coming period

5.
Government actions required

6.
Trips taken, conferences attended, etc.

7. Schedule  (Shows major tasks, milestones, and deliverables; planned and actual start and completion dates for each)

Prepared by:
(Signature)
___________________________
(date)  ___________





(Name)






Project Manager

Section J, Attachment 3

PROBLEM NOTIFICATION REPORT

	TASK ORDER NUMBER:
	
	DATE:
	


1.
Nature and sources of problem:

2.
COR was verbally notified on:  (date) ___________________

3.
Is action required by the Government?    Yes_____  No_____

4.
If  YES, describe Government action required and date required:

5.
Will problem impact delivery schedule?    Yes_____  No_____

6.
If YES, identify what deliverables will be affected and extent of delay:

7.
Can required delivery be brought back on schedule?    Yes_____  No_____

8.
Describe corrective action needed to resolve problems:

9.
When will corrective action be completed?

10.
Are increased costs anticipated?    Yes_____  No_____

11.
Identify amount of increased costs anticipated, their nature, and define Government responsibility for problems and costs:

Section J, Attachment 4

TRIP REPORT

Contractor  ___________________________________

Contract Number  ______________________________

Task Order Number  ____________________________

FTS Project Number  ________________________

Trip Dates:  From  ___________________  To  ______________________

Place(s) Visited:

Trip Personnel:

Trip Purpose:

Activities:

People Visited:

Results:

Prepared by:
(Signature)  ____________________________
(Date)  _____________



(Name)



(Title)

Section J, Attachment 5

In-Progress Review (IPR) Report Format

The following topics are recommended for In Progress Reviews by the Contractor to the FTS COR and FTS client:

· Functional Areas Supported

· Task Order Summary to include award amount, funded amount, period of performance, average burn rate

· Funding including actual cost to date plus projections through end of period of performance

· Personnel Status

· Accomplishments during the previous period

· Planned activities for the next period

· Any Issues/Problems/Risks

· Actions required of COR or FTS Client

Section J, Attachment 6

 
This evaluation should be completed by the Contracting Officer’s Representative or Contracting Officer’s Technical Representative (COR or COTR), Task Monitor (TM), Quality Assurance Evaluator (QAE), Client Technical Representative (CTR), or other person identified in the contract or task order by the appropriate Contracting Officer with monitoring the contractor’s compliance with the requirements of the contract or task order.

Please forward the completed evaluations to the solicitation Contracting Officer, Ms. Iris Faltz, as stated in the attached letter from the offeror.

In compliance with the direction in the FAR, the information contained in this evaluation is not subject to view by anyone other than the Contracting Officer and designated source selection evaluation personnel.

INSTRUCTIONS, DEFINITIONS, AND RATING GUIDELINES

Instructions 

This evaluation is intended to be completed as indicated below.  For purposes of these evaluations, the term “project” is intended to mean “contract, delivery order, or task order”.  This package consists of the following:

	Section
	Description
	Who completes

	Section I
	Basic contract information
	Contractor being evaluated

	Section III
	Contractor Performance Report
	Government/Client Evaluator


As you complete the evaluation, the instructions for each block are shown in the Status Bar at the bottom of the MS Word screen.  If there is not a Status Bar, you may select F1 and receive some limited context-sensitive help.  To move around the form, we suggest you use the Tab key to move forward, and the Shift-Tab keys to back up.  When you want to enter a specific item, tab to it or place the mouse in the block and press the left mouse button.  You may select boxes ( FORMCHECKBOX 
) by pressing the space bar or the left mouse button.  You may deselect boxes ( FORMCHECKBOX 
) by either pressing the space bar or the left mouse button a second time.

A note of caution  -  when you save the completed form, make sure the filename is a unique name.  We would suggest that you save the form before filling it out.  We have made the file read-only to help prevent corruption of the original file.

CONTRACTOR PERFORMANCE REPORT

Section I

To be completed by Contractor requesting evaluation.

	
	Name of Contractor requesting evaluation:
	     

	
	Contract Number:
	     

	
	Task Order Number (if applicable):
	     

	
	Contract Title:
	     

	
	Contract Prime Contractor:
	     

	
	Contract Award Date:
	     

	
	Contract Completion Date (including options):
	     


	
	Contract Type:
	 FORMCHECKBOX 

	FTS MAIQ
	 FORMCHECKBOX 

	Non-Competitive

	
	(Please check all applicable blocks)
	 FORMCHECKBOX 

	Other MAIQ
	 FORMCHECKBOX 

	Other.  Please explain.

	
	
	 FORMCHECKBOX 

	Competitive
	
	


CONTRACTOR PERFORMANCE REPORT

Section II

To be completed by Government/Client person performing the evaluation.

	
	COTR, COR, TM, QAE, CTR or Other Name:
	     

	
	COTR, COR, TM, QAE, CTR or Other Signature:
	

	
	COTR, COR, TM, QAE, CTR or Other Title:
	     

	
	Commercial Phone Number:
	     

	
	Facsimile Phone Number:
	     

	
	E-mail address
	     

	
	Date:
	

	
	
	


CONTRACTOR PERFORMANCE REPORT

Section III

Definitions and Rating Guidelines

The Factors/Ratings tables on the next page summarize contractor performance in each of the following rating areas.  Each criteria should be assigned a rating, from highest to lowest, of Plus, Excellent, Good, Fair, Poor, or Unsatisfactory.  If a particular criteria is not applicable, it should be rated in the far right column as N/A.  However, the evaluator is encouraged to provide comments on any rating to further support a particular rating.

The following definitions and instructions should be used as guidance to aid in evaluating the criteria in the Factors/Ratings tables.  Please read the definitions and instructions before rating any criteria to be sure that each criteria is graded in the context of the definitions.  Also, please ensure that this assessment is consistent with any other assessments that have been done for the same contractor for the same work, such as for payment of fee purposes, exercise of option, other past performance requests, etc.

	Quality of Product/Service
	Cost Control
	Timeliness of Performance
	Business Relations

	· Compliance with contract requirement

· Accuracy of reports

· Appropriateness of personnel

· Technical excellence
	· Within budget (over/under target costs)

· Current, accurate, and complete billings

· Relationship of negotiated costs to actual costs

· Cost efficiencies

· Change orders issued
	· Met interim milestones

· Reliable

· Responsible to technical direction

· Completed on time, including wrap-up and contract administration

· No liquidated damages assessed

· Effective contractor recommended solutions
	· Effective management

· Businesslike correspondence

· Responsible to contract requirements

· Prompt notification of problems

· Reasonable and cooperative

· Flexible

· Pro-active

· Effective small and small disadvantaged business subcontracting program


The four headings above relate to the actual ratings defined on the following pages.

CONTRACTOR PERFORMANCE REPORT

Section III (Cont’d)

	Excellent Plus  
	
	
	

	The contractor has demonstrated an exceptional performance level in any of the below categories that justifies adding a point to the score.  This rating will be used only in those circumstances when contractor performance clearly exceeds the performance levels described as “Excellent.”
	
	
	

	Excellent
	
	
	

	There are no quality problems.
	There are no cost issues.
	There are no delays.
	Responses to inquiries, technical, service, and administrative issues are effective and responsive.

	Good
	
	
	

	Nonconformances do not impact achievement of contract requirements.
	Cost issues do not impact achievement of contract requirements.
	Delays do not impact achievement of contract requirements.
	Response to inquiries, technical, service, and administrative issues is usually effective and responsive.

	Fair
	
	
	

	Nonconformances require minor Agency/Client resources to ensure achievement of contract requirements.
	Cost issues require minor Agency resources to ensure achievement of contract requirements.
	Delays require minor Agency resources to ensure achievement of contract requirements.
	Response to inquiries, technical, service, and administrative issues is somewhat effective and responsive.

	Poor
	
	
	

	Nonconformances require major Agency resources to ensure achievement of contract requirements.
	Cost issues require major Agency resources to ensure achievement of contract requirements.
	Delays require major Agency resources to ensure achievement of contract requirements.
	Response to inquiries, technical, service, and administrative issues is marginally effective and responsive.

	Unsatisfactory  
	
	
	

	Nonconformances are compromising the achievement of contract requirements, despite use of Agency resources.
	Cost issues are compromising performance of contract requirements.
	Delays are compromising the achievement of contract requirements, despite the use of Agency resources.
	Response to inquiries, technical, service, and administrative issues is not effective and responsive.


CONTRACTOR PERFORMANCE REPORT

Section III (Cont’d)

	Item
	FACTORS/RATINGS
	Excellent

Plus
	Excellent
	Good
	Fair
	Poor
	Unsat
	N/A

	
	Quality of Product/Service
	
	
	
	
	
	
	

	1
	Ability to identify risk factors and alternatives for alleviating risk.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2
	Overall performance in planning, scheduling, and monitoring.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3
	To what extent were the Contractor’s reports and documentation accurate and complete?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Cost Control
	
	
	
	
	
	
	

	4
	Ability to accurately estimate and control cost to complete work.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Timeliness of Performance
	
	
	
	
	
	
	

	5
	Ability to identify and solve problems expeditiously.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6
	Completion of major tasks, milestones, or deliverables on schedule.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7
	Did the Contractor commit adequate resources in a timely fashion to meet the requirements and to successfully solve problems? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Business Relations and Customer Satisfaction
	
	
	
	
	
	
	

	8
	Ability to effectively manage subcontractors.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9
	To what extent did the Contractor coordinate, integrate, and provide for effective subcontractor management? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10
	To what extent was the Contractor effective in interfacing with the Government’s staff.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11
	To what extent was the documentation produced by the Contractor's efforts satisfactory to the users? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



CONTRACTOR PERFORMANCE REPORT

Section III (Cont’d)

	Item
	FACTORS/RATINGS (Cont’d)
	Excellent

Plus
	Excellent
	Good
	Fair
	Poor
	Unsat
	N/A

	
	Program Management
	
	
	
	
	
	
	

	12
	Ability to meet goals for use of Small, Small Disadvantaged, and Woman Owned Small Business subcontractors.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13
	Ability to recruit and maintain qualified personnel.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14
	Responsiveness to changes in technical direction.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	15
	To what extent did the Contractor display initiative in meeting requirements? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Overall Evaluation
	
	
	
	
	
	
	

	16
	How would you rate the Contractor’s overall management performance on this project?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17
	How would you rate the Contractor’s overall technical performance on this project?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	18
	Would you use this Contractor again?  (If “No”, please comment in the Narrative Summary)
	 FORMCHECKBOX 

	Yes
	
	
	 FORMCHECKBOX 

	No
	


CONTRACTOR PERFORMANCE REPORT

Section III (Cont’d)

NARRATIVE SUMMARY  (Use this section to explain additional information not included above)

	Item
	Comments

	  
	     

	  
	     

	  
	     

	  
	     

	  
	     



Section J, Attachment 6

PAST PERFORMANCE FORM LETTER EXAMPLE

Millennia Solicitation, FEDCAC GS-TFF-99-200

CLIENT AUTHORIZATION LETTER: FORMAT

[Date of Letter]

[Name and Address of Client - proposed offeror’s  customer]

Attention: [Name and Designation of Customer’s Contract Manager or Appropriate Contact]

Dear [Contact Name]:

We are currently responding to the General Services Administration’s (GSA) Federal Technology Service (FTS) Federal Computer Acquisition Center (FEDCAC) Request for Proposal (RFP) No. GS‑TFF‑99‑200.  The FEDCAC is procuring information technology and systems integration support.  The FEDCAC is requesting that clients of entities responding to their solicitation be identified and their participation in the evaluation process be requested.  In the event you are contacted for information on work we have performed, you are hereby authorized to respond to those inquiries.  Your cooperation with this effort is greatly appreciated.  Please direct any questions to [Name and Phone Number of Offeror’s Point-of-Contact].

We have included our work for [firm or agency’s name] as a past performance reference.  A Past Performance Questionnaire is enclosed.  Please complete Sections II and III of the enclosed evaluation and return the signed, completed document to:

GSA/FTS/OITI/FEDCAC/TFF

5203 Leesburg Pike, Suite 1100

Falls Church, VA 22041

Attn:  Ms. Iris Faltz, Contracting Officer

  (703) 756-4210

Please forward the completed evaluation to GSA FEDCAC to ensure they receive it before 2 PM Eastern Standard Time on February 16, 1999.

In order to maintain the integrity of this process, please DO NOT return the questionnaire to us.  Return it to the FEDCAC address listed above.  We request that you forward the completed questionnaire in an envelope with your logo or stamped return address on it directly to FEDCAC at the address above.  

Sincerely,

[Signature]

[Name of Signer]

[Designation of Signer]

cc: Ms. Iris Faltz, Contracting Officer, GSA FTS FEDCAC
Section J, Attachment 7

EMPLOYEE/CONTRACTOR NON-DISCLOSURE AGREEMENT

I, 






, do solemnly swear (or affirm) that I will not divulge data maintained by General Services Administration (GSA), Federal Technology Service (FTS) or 






 supported under the FTS Contract to any 
(GSA/FTS client agency) 
unauthorized person for any purpose.  Neither will I directly or indirectly use, or allow the use of that data for any other purpose other than that directly associated with my officially assigned duties.

Further, I will not directly or indirectly reveal or cause to be revealed the nature or content of any Government data, except to authorized personnel.

I am aware that the unauthorized use of information may be a violation of civil law and the FTS Contract as well as my Employee Agreement with  








(company or subcontractor)

I understand that authorized persons refers only to persons assigned to a project requiring access to the data or directly in the line of management over the project requiring access to the data.

Signature:










Date:










Company, Firm or 

  Affiliation:  









 Section J, Attachment 8

WEB SITES

	Site Name
	URL

	GSA Electronic Posting System
	http://eps.arnet.gov/cgi-bin/WebObjects/EPS

	FEDCAC Home Page
	http://www.gsa.gov/fedcac/

	FEDCAC Millennia Page
	http://www.fedcac.gsa.gov/Millennia.htm


Section J, Attachment 9

GENERAL SERVICES ADMINISTRATION (GSA)

OFFICE OF ENTERPRISE
DEVELOPMENT

SMALL, SMALL DISADVANTAGED, and WOMEN-OWNED SMALL, BUSINESS CONCERNS SUBCONTRACTING PLAN OUTLINE

(MODEL)
The following outline meets the minimum requirements of Section 8(d) and the Federal Acquisition Regulation (FAR) Subparts 19.7  It is intended to be used as a guideline.  It is not intended to replace any existing corporate plan which may be more extensive. If assistance is needed to locate small business sources, contact the Office of Enterprise Development at, 18th and F St., NW, Washington, DC 20405 (Phone: (202) 01-1021 or Fax (202) 208-5938).  Please note that GSA has subcontracting goals of 35% for small business, 10% for Small Disadvantaged Business (SBD), and 5% for Women-Owned Small Business (WOSB) Concerns for fiscal year 99.

Identification Data:
Company Name: __________________________________________________________

Address: ______________________________________________________

Date Prepared: ________________ Solicitation Number: __________________________

Item/Service: ____________________________________________________

1. 
TYPE OF PLAN:  (Check only one).


____
INDIVIDUAL PLAN:  In this type of plan all elements are developed specifically for this contract and are applicable for the full term of this contract.


____
MASTER PLAN:  In this type of plan, goals are developed for this contract; all other elements are standard.  The master plan must be approved once every three years.  Once incorporated into a contract with specific goals, it is valid for the life of the contract.


____
COMMERCIAL PRODUCTS PLAN:  This type of plan is used when the contractor sells large quantities of off-the-shelf commodities to many Government agencies.  Plans/goals are negotiated with the initial agency on a company-wide basis rather than for individual contracts.  The plan is effective only during year approved.  The contractor must provide a copy of the initial agency approval, AND MUST SUBMIT AN ANNUAL SF 295 TO ____ WITH A BREAKOUT OF SUBCONTRACTING PRORATED FOR ____

2. 
GOALS:

State separate dollar and percentage goals for small business, small disadvantaged business, and women-owned small business concerns in the following format.

SUBCONTRACTING PLAN OUTLINE (MODEL)

  A.
Estimated dollar value of all planned subcontracting, i.e., to all types of business concerns under this contract is:  _____

PRIVATE 


ESTIMATED DOLLAR VALUE OF ALL PLANNED SUBCONTRACTING1
	PRIVATE 
BASE  
	1ST OPTION
	2ND OPTION
	3RD OPTION
	4TH OPTION

	PRIVATE 
$
	$         
	$         
	$         
	$


  B.
Estimated dollar value and percentage of planned subcontracting with large businesses (all business concerns classified as other than small) is:

PRIVATE 

SUBCONTRACTING TO LARGE BUSINESS CONCERNS2
	PRIVATE 
BASE  
	1ST OPTION
	2ND OPTION
	3RD OPTION
	4TH OPTION

	PRIVATE 
$
	$         
	$         
	$         
	$

	%
	%
	%
	%
	%


  C.
Estimated dollar value and percentage of planned subcontract​ing to small business concerns is:


(Include Small Disadvantaged and Women-Owned Small Business Concerns)

PRIVATE 

SUBCONTRACTING TO SMALL BUSINESS CONCERNS3
	PRIVATE 
BASE  
	1ST OPTION
	2ND OPTION
	3RD OPTION
	4TH OPTION

	PRIVATE 
$
	$         
	$         
	$         
	$

	%
	%
	%
	%
	%


  D.
Estimated dollar value and percentage of planned subcontract​ing to small disadvantaged business concerns is:

PRIVATE 

SUBCONTRACTING TO SMALL DISADVANTAGED BUSINESS CONCERNS4
	PRIVATE 
BASE  
	1ST OPTION
	2ND OPTION
	3RD OPTION
	4TH OPTION

	PRIVATE 
$
	$         
	$         
	$         
	$

	%
	%
	%
	%
	%


E.
Estimated dollar value and percentage of planned subcontract​ing to women-owned small business concerns is:

PRIVATE 

SUBCONTRACTING TO WOMEN-OWNED SMALL BUSINESS CONCERNS5
	PRIVATE 
BASE  
	1ST OPTION
	2ND OPTION
	3RD OPTION
	4TH OPTION

	PRIVATE 
$
	$         
	$         
	$         
	$

	%
	%
	%
	%
	%


F.
Products and/or services to be subcontracted under this contract, and the types of businesses supplying them, are: (Check all that apply).

PRIVATE 

Business Category or Size6
	PRIVATE 
PRODUCT SERVICE
	STANDARD INDUS. CODE (SIC)
	LARGE


	SMALL BUS.
	SDB


	WOSB



	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


    (Attach additional sheets if necessary.)  


  F1.  Explain the methods used to develop the subcontracting goals for small, small disadvantaged, and women-owned small business concerns.


F2.  Explain how the product and service areas to be subcontracted were established, how the areas to be subcontracted to small, small disadvantaged and women-owned small business concerns were determined. 


F3.  How the capabilities of small, small disadvan​taged and women-owned small business concerns businesses were determined. 


F4.  Identify all source lists used in the determination process.  

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

G. Indirect and overhead costs __ HAVE BEEN or ___ HAVE NOT BEEN included in the dollar and percentage subcontracting goals stated above.  (Check one.)

H. If indirect and overhead costs HAVE BEEN included, explain the method used to determine the proportionate share of such costs to be allocated as subcontracts to small, small disadvantaged and women-owned small business concerns.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3.   PROGRAM ADMINISTRATOR:

FAR 19.704(a)(2) requires information about the company employee who will administer the subcontracting program.  Please provide the name, title, address, phone number, position within the corporate structure and the duties of that employee.

Name: ______________________________________________________

Title:   ______________________________________________________

Address:  ____________________________________________________

Telephone: __________________

Position: ______________________________________________________

Duties:  The Program Administrator shall have general overall responsibility for the Contractors subcontracting program, i.e., developing, preparing, and executing individual subcontracting plans and monitoring performance relative to this particular plan. These duties included but are not limited to, the following activities:

A. Developing and promoting company/division policy  statements that demonstrate the company's/division's support for awarding contracts and subcontracts to small, small disadvantaged and women-owned small business concerns.

B. Developing and maintaining bidders' lists of small, small Disadvantaged and women-owned small business concerns from all possible sources.

C. Ensuring periodic rotation of potential subcontractors on bidders' lists.

D.
Assuring that small, small disadvantaged and women-owned small businesses are included on the bidders' list for every subcontract solicitation for products and services they are capable of providing.

E.
Ensuring that subcontract procurement "packages" are designed to permit the maximum possible participation of small, small disadvantaged and women-owned small businesses.

F.
Reviewing subcontract solicitations to remove statements, clauses, etc., which might tend to restrict or prohibit small, small disadvantaged, and women-owned small business concern participation.

G.
Ensuring that the subcontract bid proposal review board documents its reasons for not selecting any low bids submitted by small, small disadvantaged and women-owned small business concerns.

H.
Overseeing the establishment and maintenance of contract and subcontract award records.

I.
Attending or arranging for the attendance of company counsel​ors at Business Opportunity Workshops, Minority Business Enterprise Seminars, Trade Fairs, etc.

J.
Directly or indirectly counseling small, small disadvantaged and Women-owned small business concerns on subcontracting opportunities and how to prepare bids to the company.

K.
Providing notice to subcontractors concerning penalties for misrepresentations of business status as small, small disadvantaged and women-owned small business concerns for the purpose of obtaining a subcontract that is to be included as part or all of a goal contained in the contractor's subcontracting plan.

L.
Conducting or arranging training for purchasing personnel regarding the intent and impact of Section 8(d) of the Small Business Act on purchasing procedures.

M.
Developing and maintaining an incentive program for buyers which supports the subcontracting program.

N.
Monitoring the company's performance and making any adjustments necessary to achieve the subcontract plan goals.

O.
Preparing and submitting timely reports.

P.
Coordinating the company's activities during compliance reviews by Federal agencies.

4. 
EQUITABLE OPPORTUNITY

FAR 19.704(a)(3) requires a description of the efforts the contractor will make to ensure that small, small disadvantaged and women-owned small business concerns will have an equitable opportunity to compete for subcontracts.  These efforts include, but are not limited to, the following activities:

A.  Outreach efforts to obtain sources:

    ___  Contacting minority and small business trade associations

    ___  Contacting business development organizations

    ___  Requesting sources from the Small Business Administration's Procurement Automated Source System (PASS)

    ___  Attending small, minority, and women-owned small business concern procurement conferences and trade fairs.

B.
Internal efforts to guide and encourage purchasing personnel:

 

____  Presenting workshops, seminars and training programs

____  Establishing, maintaining and using small, small disadvantaged and women-owned small business concern source lists, guides and other data for soliciting subcontracts 


____  Monitoring activities to evaluate compliance with the subcontracting plan

 C.
Additional efforts: (Please describe.)


___________________________________________________________________ ___________________________________________________________________ ___________________________________________________________________ 

5. 
CLAUSE INCLUSION AND FLOW DOWN

FAR 19.704(a)(4) requires that your company include FAR 52.219-8, "Utilization of Small, Small Disadvantaged, Women-owned Small Business Concerns", in all subcontracts that offer further subcontracting opportunities.  Your company must require all subcontractors, except small business concerns, that receive subcontracts in excess of $500,000 ($1,000,000 for construction) to adopt and comply with a plan similar to the plan required by FAR 52.219-9, "Small, Small Disadvantaged, and Women-Owned Small Business and Business Subcontracting Plan." 

Your company agrees that the clause will be included and that the plans will be reviewed against the minimum requirements for such plans.  The acceptability of percentage goals for small, small disadvantaged and women-owned small business concerns must be determined on a case-by-case basis depending on the supplies and services involved; the availability of potential small, small disadvantaged and women-owned small business concerns subcontractors; and, prior experience.  Once the plans are negotiated, approved, and imple​mented, the plans must be monitored through the submission of periodic reports, including Standard Form (SF) 294 and SF 295 reports.


In accordance with policy letters published by the Office of Federal Procurement Policy, such assurance shall describe the offer's procedures for the review, approval and monitoring for compliance with such subcontracting plans.


6. 
REPORTING AND COOPERATION


FAR 19.704(a)(5) requires that your company (1) cooperate in any studies or surveys as may be required, (2) submit periodic reports which show compliance with the subcontracting plan; (3) submit Standard Form (SF) 294, "Subcontracting Reports for Individual Contracts," and SF 295, "Summary Subcontract Report," in accordance with the instructions on the forms; and (4) ensure that subcontrac​tors agree to submit SF 294 and SF 295.


Both the Director, Office of Small and Disadvantaged Business Utilization and the Small Business Specialist must receive the report(s) within 30 days after the close of each calendar period. That is:

	Calendar  Period
	Report Due
	Due Date
	Send Report To

	10/01--03/31
	SF 294
	04/30
	Contracting Officer/Small

Business Technical Advisor



	04/01--09/30
	SF 294
	10/30
	Contracting Officer/Small Business Technical Advisor



	10/01--09/30
	SF 295
	10/30

	Associate Administrator, Office of Enterprise Development (OED)


SF 295 Shall also be submitted to the SBA Commercial Market Representative

*Small Business Technical Advisor’s address is:   


(To be completed by Contracting Officer)

*Associate Administrator, Office of Enterprise Development address is:


18th and F Street, NW

     Room 6029

     Washington, DC  20405   

7. 
RECORDKEEPING


FAR 19.704(a)(6) requires a list of the types of records your company will maintain to demonstrate the procedures adopted to comply with the requirements and goals in the subcontracting plan.  These records will include, but not be limited to, the following:

A.
Small, small disadvantaged and women-owned small business concern source lists, guides, and other data identifying such vendors.

B.
Organizations contacted for small, small disadvantaged and women-owned small business sources.

C.
On a contract-by-contract basis, records on all subcontract solicitations over $100,000 which indicate for each solicita​tion (1) whether small business concerns were solicited, and if not, why not; (2) whether small disadvantaged business concerns were solicited, and if not, why not; (3) whether women-owned small business concerns were solicited, and if not, why not; and (4) reasons for the failure of solicited small, small disadvantaged and women-owned small business concerns to receive the subcontract award.

D.
Records to support other outreach efforts, e.g., contacts with minority and small business trade associations, attendance at small, small disadvantaged and women-owned small business procurement conferences and trade fairs.

E.
Records to support internal activities to (1) guide and encourage purchasing personnel, e.g., workshops, seminars, training programs, incentive awards; and (2) monitor activi​ties to evaluate compliance.

F.
On a contract-by-contract basis, records to support subcon​tract award data including the name, address and business size of each subcontractor. (This item is not required for company or division-wide commercial products plans).

G.
Other records to support your compliance with the subcontracting plan:  (Please describe)


________________________________________________________________________


________________________________________________________________________


________________________________________________________________________


________________________________________________________________________


8. 
TIMELY PAYMENTS TO SUBCONTRACTORS


FAR 19.702 requires your company to establish and use procedures to ensure the timely payment of amounts due pursuant to the terms of your subcontracts with small, small disadvantaged and women-owned small business concerns; and, 


Your company has established and uses such procedures:


9. 
DESCRIPTION OF GOOD FAITH EFFORT

Maximum practicable utilization of small, small disadvantaged and Women-owned small business concerns as subcontractors in Government contracts is a matter of national interest with both social and economic benefits.  When a contractor fails to make a good faith effort to comply with a subcontracting plan, these objectives are not achieved, and 15 U.S.C. 637(d)(4)(F) directs that liquidated damages shall be paid by the contractor.  In order to demonstrate your compliance with a good faith effort to achieve the small, small disadvantaged and women-owned small business subcontracting goals, outline the steps your company plans to take.  These steps will be negotiated with the contracting officer prior to approval of the plan.


9.  
DESCRIPTION OF GOOD FAITH EFFORT (cont'd)


______________________________________________________________________________


______________________________________________________________________________


______________________________________________________________________________


______________________________________________________________________________


______________________________________________________________________________


______________________________________________________________________________


The contractor is advised that this subcontracting plan will be made a material part of the contract and that the submission of the SF294 and SF295 will be made a line item deliverable in the contract.


10. 
SIGNATURES REQUIRED


This subcontracting plan was SUBMITTED by:


Signature:    _____________________________________


Typed Name:  ___________________________________

Title: ​_______________                                                            

Date:  ​_______________                                                            

This subcontracting plan was REVIEWED by:


Signature:    _____________________________________


Typed Name:  ___________________________________                                                        


Title: Small Business Specialist                          


Date:  ​_______________                                                            

This subcontracting plan was REVIEWED by:


Signature:    _____________________________________


Typed Name:  ___________________________________                                                        


Title: Small Business Administration Representative (PCR)        

Date:  ​_______________                                                            

This subcontracting plan was CONCURRED by:


Signature:    _____________________________________


Typed Name:                                                      


Title: Director, Office of Small and Disadvantaged Business Utilization 


Date:  ​_______________


This subcontracting plan was ACCEPTED by:


Signature:    _____________________________________


Typed Name:  ___________________________________                                                    


Title: Contracting Officer                                       

Date:  _______________                                                            

MILLENNIA
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